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Security Information
OFFICE OF SCIINTIPIC INTRLLIGEKCE

¥otioce ¥No. 52~11

DATE : 26 March 1952

SUBJECT: Initiation of Action Pile and Procedure for the use of
Form 35-1 on Action Papoers

1. As the scope of office oparetions has expanded there is an in-
creasing need for an orderly procedure for recording sction responsibility,
and for the requisite follow-up on responses. LEffeotive 1 April 1952, sll
sction papers entering 08I from outside CYA, and thoss within CIA pre~
pared at the AD level and above will have a ohit (Form 35-1) attached to
the Standard Yellow sction Sheet (Form 75-3). It should be especially
noted that there will be no chenge in the use of Form 75-3, and that for
this type of paper, the chit system will eliminate the necessity for a
log in Divieion and Staff offices for this type of correspondence. The
purpose of this system is twofold:

a. To congolidate informastion on incoming action papers in
one Central Record in the Informetion Branech, showing the final
ropogitory of the besic paper and the action taken thereony

b. To alert ipterssted offices, other than the sction office,
of incoming pepers whers joint interests are involved.

2. The Information Brench will prepare multiple chits (Form 35-1)
and dispatch the ordginal paper (via the 0Office of the Executive) with
the aation chit to the component(s) of 0SI having primery interest in
the information conteined in the paper, and responsibility for the action.
Duplicate information chits, snnouncing the arrival in 0SI of the paper,
will be dispatched at the same time to one or more of the following offices:

0ffice of the Assistant Director
Executive Assistant

Administrative Staff

Operations Staff

Production Staff

Substantive Divisions (as appropriate)

3. The Information Branch will maintain three separate recoi‘ds,
vwhich will serve as a Central Log on incoming action papers by means of
the sultiple coples of Form 35-1. The chits will be filed as follows:

a, A nunber seriss assigned by the Infomation Branch
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b. A subject heading by office or agency of origin
¢. 4 tickler file by dus date for resmponse to actien required.

References 2 and b will comprise the permanent lops, while reference ¢
will be destroyed when action has heen completed and notation of completed
action has been made on chits a and b.

he When a response to an incoming sotion paper has been requested
for a specific dste, it will be clearly indicated on each chit. The
Information Franch will notify the appropriste Division Intelligence ‘n-
formation Officer or Staff secretsary on the working dsy preceding the re-
guested due date, providing the attion hes not alrsady been completed.
After one notification, if the retponse has not been forwarded at the
close of the working day on the dete the response is due, the office of
the bBxecutive will be advised. On papers not requiring action on @ specific
date, the Agency five-cay scknowledgement repulation will be Followed by
the Information %ranch.

5. lhen action has been cormpleted on en action paper coming into
0ST from an outside source, and the sction is completed by & written reply,
a chit must be returried to the Information Branch attached tc the reply.
The Information Branch will clear the tickler file and make notation of
completed action in the Central Loge If completing the action consists
of other than the preparation of a written reply, the ehit alene should
be returned to the Informastion Eranch with a notstion mede on the reverse
side of the chit indicating that the reculred sction has been completed
this date. Follow-up records will be cleared and completed action will
be recorded in the same manner as for written responses.

6. All sction papers classified through Secret will be handled under
the above system. Exceptions to this procedure will be made on papers
claseified Top Secret, Registered, Limited Listribution and cyes Only.
However, all euch papers {except Lyes Only) requiring sction by OSI must
be logged by the Informetion Brarch in order to insure proper administra-
tive control of aciion correspondence.
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Assistant Director
Seientific Intelligence

Distribuvion No. L
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